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4 January 1996

MEMORANDUM FOR HOME ENTERPRISE APPLICANTS

FROM:  374 MSS/DPF

SUBJECT:  INSTRUCTIONS FOR COMPLETING A HOME ENTERPRISE APPLICATION

1. This package was designed to provide people interested in starting a home enterprise the
information they will require in order to get off to a safe as well as legal start.

2. The application process for home enterprise applicants has been revised.  This was done in
order to insure that home enterprise owners are fully knowledgeable about the rules and
regulations for operating a business on Yokota Air Base and that the services, which are
being provided, are legitimate and meet safety requirements.

a. Everything that you will need to get started is included in this package.  Please insure
that all information on your application (Atch 3) and organization checklists (Atchs 4-6)
are completed.

b. You are responsible for reading and understanding Air Force Instruction 32-6001 and
being familiar with the following postal regulation:

DOD 4525.6 M, APP A, PARA 12, SUBPARA F

1. IRT REF A, Individuals entitled to use the Military Post Office (MPO) can
not use the MPO for business or commercial purposes.  REF A also prohibits
use of the MPO by individuals who plan to sell merchandise for personal
profit.

2. The Office of the Staff Judge Advocate (Legal Office) has ruled that
prohibition should not be applied in a strict and liberal manner.  Rather,
“base residents should normally be permitted to occupy their on-base homes
in the same manner as would be acceptable if they were living off base.  In
particular, “normal” home businesses, such as baby-sitting, cake-baking,
minor repairs or Tupperware sales are usually acceptable.  (OPJAGAF
1975/9, 16 May 75)

3. The Military Postal System (MPS) is intended to provide benefits of U.S.
postal system to those authorized users living overseas.  MPS users are
allowed to make reasonable incidental use of MPS in support of “normal
home businesses (i.e., samples, catalogues, etc.).  However, when the
ordering or sale of goods generates profit, the MPS user has extended its use
beyond reasonable incidental use.



4. Orders shipped directly to authorized MPO patrons for personal use from
companies which market their goods through home demonstrations is
authorized.  The use of the MPO for mailing goods to be sold or distributed
is not authorized.

c. You must have Status of Forces Agreement (SOFA) status in order to get approval for
an on-base home enterprise.

d. Direct resale of items purchased from the Exchange or Commissary is prohibited.

e. Door-to-door solicitation is prohibited.  Solicitation while on duty (military or civilian)
is also prohibited.

f. Active duty military members and Department of Defense civilian employees must
complete an AF Form 3902, Application and Approval for Off-Duty Employment (Atch
7) along with their package.

3. Once your application has been approved; you may advertise your services in the Home
Enterprise Directory at the Family Support Center.

4. My best wishes for a successful endeavor!

     //original signed//
CLAUDIE H. REEVES II
Employment Assistance Program Manager
Home Business’ OPR

Attachments
1. Coordination Guide
2. 374 AW/JAC Letter
3. Application
4. Fire Safety Checklist
5. Environmental Protection Checklist
6. Military Public Health Checklist
7. AF Form 3902



COORDINATION GUIDE FOR HOME ENTERPRISE APPLICANTS

1. If is your responsibility to ensure that your completed application is processed properly.
You should hand-carry your package to each of the agencies listed below.  It is very
important that each agency is contacted and that they are contacted in the order listed.  Each
agency needs to coordinate on the reverse side of your application (Atch 3) on their
appropriate line.

2. Once the Legal Office completes their review, they will send your completed paperwork to
the Support Group Vice Commander (374 SPTG/CD) for final approval/disapproval.  When
you receive your package back from the Support Group, you must provide a copy of it
(approvals only) to this office, 374 MSS/DPF (Family Support Center), as soon as possible.
Failure to provide a copy of an approved package could render you ineligible to advertise
on base and in the Pacific Stars and Stripes.

1. Housing Office
374 CES/CEH

225-9099

2. Military Public Health
374 MDG/MGAM

225-4361/9322

3. Environmental Planning
374 CES/CEV

225-5440
4. Fire Safety
374 CES/CEFT

225-9231

5. AAFES
General Manager – Bldg 4018

225-3700

6. Legal Office
374 AW/JA

225-9934/8118

As a reminder, it is imperative that you complete the coordination in the order listed;
questions can be directed to the Family Support Center at 225-8725.

Atch 1



6 Nov 95
MEMORANDUM TO ALL HOME ENTERPRISE APPLICANTS

FROM:  374 AW/JA

SUBJECT:  Home Enterprise Fact Sheet

1. Conducting a home enterprise is an excellent way of earning extra income while providing
a service to the Yokota community.  However, there are a number of regulations and
policies that must be complied with in order to run a home enterprise.  The first step is to
fill out an application that may be obtained from the Family Support Center.  And if you are
a military member or government employee, you must complete an AF Form 3902
(Application for Off- Duty Employment).  The next step is to familiarize yourself with the
regulations which apply to home enterprise.

2. There are a few problem areas to watch out for when conducting a home enterprise.  For
instance, the substantial use of the APO postal service for commercial activities is
prohibited.  In addition, items purchased from the commissary or Base Exchange, or any
item purchased duty free, may not be re-sold to non-SOFA personnel.  Also, home
enterprises may not use more than a normal amount of utilities.  In addition, AAFES and
Services facilities can not be used for personal profit or personal gain.  Lastly, utilizing
government quarters as a hotel or bed & breakfast (sometimes known as a “homestay”) is a
prohibited abuse of one’s government quarters and commissary privileges.

3. Commercial advertising is strictly regulated.  Door to door solicitation, deceptive or
fraudulent advertising, and soliciting members who are on duty are just a few of the
prohibited solicitation practices.  An approved home entrepreneur can post advertisements
on government bulleting boards if they have previously received permission from the
appropriate senior occupant, building manager or building custodian.

4. Certain commercial activities are prohibited.  The primary standard is that personnel may
not engage in activities that interfere with or are not compatible with official duties,
contrary to the high standards of the U.S. Forces personnel, or will injure the dignity and
status of the United States.  In addition, military personnel and full-time civilian employees
are not permitted to use their titles, grades, or positions in connection with the operation of
a normal home enterprise.

5. Individuals requesting approval to sell real estate, stocks, bonds, insurance, securities, or
mutual funds must be licensed by a state or territory of the United States, and the
government of Japan, as well as being accredited by USCINCPAC.

6. All income derived from a home enterprise must be reported to the Internal Revenue
Service.  You will probably be obligated to file a Schedule SE and pay Federal Self-
Employment tax.  Furthermore, you will need to file an IRS Form 2555, or 2555EZ if you
with to qualify for a “Foreign Earned Income Exclusion,”  Naturally, your SOFA status



does not quality you for any type of exemption from Japanese taxes or licensing when
conducting your home enterprise.

//original signed//
WILLIAM F. PHILLIPS, Lt Col, USAF
Staff Judge Advocate

Atch 2



YOKOTA AIR BASE, JAPAN
HOME ENTERPRISE APPLICATION

                                                
Date

1.  I,                                                                             , request approval to operate a home
enterprise in my military family housing quarters.  The following information is provided in
support of my request:

Grade:                           Org:                            DP:                               HP:                            

Mailing Address:                                                                                                                    

Quarters:                                                                                                                                 

Type of Business:                                                                                                                   

Hours of Operation:                                                                                                                

Average number of hours per week to conduct business:                                          

Average number of customers in residence at one time:                                            

2.  I (have)(do not have) status under the Status of Forces Agreement (SOFA).

3. I understand that my business may not be one of high volume.

4. If my business involves the sale of goods, they are nonperishable and will not require more
than the equivalent of one closet for storage.

5. The enterprise will make the following positive contribution to the Yokota Community:

6.  I have read AFI 32-6001 and will comply with all applicable provisions.  I understand that
this approval is good until my DEROS of                              , and only requires update if my
DEROS (as stated above) changes.

Atch 3



7.  My signature on this document implies consent to inspections of my quarters by fire safety
or housing without notice.

8. I understand that failure to comply with the regulations prescribed by the approving
agencies could result in revocation of my licenses to operate a home enterprise on Yokota,
loss of postal privileges, and/or eviction from military family housing.

                                                                                                                        
Signature of Applicant Signature of Sponsor (if applicable)

COORDINATION

                                                                                                                        
374 CES/CEH 374 MDG/MGAM

                                                                                                                        
374 CES/CEV 374 CES/CEFT

                                                                                                                        
AAFES/GM 374 AW/JA



FIRE SAFETY CHECLIST
FOR

HOME ENTERPRISE APPLICANT

Applicant’s Name:                                                      Quarters #                               

PSC 78 BOX #                         Duty Phone:                            Home Phone:                        

Type of Business:                                                                                                                   

Types of Material to be Stored:                                                                                              

                                                                                                                                                

1. Does any material meet the “Ordinary Hazard” classification IAW NFPA 101,4-2?

YES NO

2.  Are their smoke detectors installed in the apartment?  YES NO

3.  Occupants shall purchase a 2A-10BC fire extinguisher if a room is to be used extensively
for storage or cooking operations above normal for a home.

4. Are emergency telephone number stickers affixed to the occupants telephones?  YES   NO

5. Do business supplies and combustible materials block hallways and exits?  YES   NO

6. Are boxes/papers stored next to electrical panels, heaters, air conditioners, or furnace and
hot water heaters?  YES    NO

FIRE HAZARDS!

Approved/Disapproved

INSPECTOR:                                                               Date:                                                  

Note 1: Fire prevention and extinguisher training is available upon request

Note 2: Your quarters can be inspected without notice!

Atch 4



ENVIRONMENTAL PROTECTION CHECKLIST
FOR

HOME ENTERPRISE APPLICANTS

Applicant’s Name:                                                      Quarters #                               

PSC 78 BOX #                        Duty Phone:                             Home Phone:                        

Type of Business:                                                                                                                   

1.  Do you use any chemicals/hazardous materials? Yes No

Type of chemicals/hazardous materials to be used:                                                    

                                                                                                                                                

2.  What is the quantity of each chemical on hand, on a monthly basis?                         

                                                                                                                                                

3. Attach material safety data sheet or manufacturer information for each item.

4. Describe your business process for the chemicals/materials used:

Approved/Disapproved

Signature:                                                        Date:                                                    

Atch 5



MILITARY PUBLIC HEALTH (MPH) CHECKLIST
FOR

HOME ENTERPRISE APPLICANTS

Applicant’s Name:                                                      Quarters #                               

PSC 78 BOX #                        Duty Phone:                            Home Phone:                         

Type of Business:                                                                                                                   

1.  Does the business include the sale of foods? YES NO

Type of food:                                                                                                              

                                                                                                                                                

2.  Does the food contain milk or milk products, eggs, meats, poultry, or fish?  YES    NO

3.  Will there be a place to maintain foods at a temperature below 40 degrees Fahrenheit and
above 140 degrees Fahrenheit, if necessary?  YES    NO

4.  Do the people responsible for preparation of good have a current food handler’s training
certificate (AF Form 1216)?   YES   NO

5. What is the projected demand (check one)?

Fewer than 20 people served monthly                        
Greater than 20 people served monthly                      
Greater than 50 people served monthly                      
Greater than 100 people served monthly                    

6.  Will the business include hair styling or barbering?  YES   NO

7.  Will the business include manicuring, pedicuring, or ear piercing?  YES   NO

7. How will styling elements and clippers be disinfected?                                                   

                                                                                                                                                

Atch 6



9.  Has Military Public Health been notified/contacted for guidance?  YES   NO

Approved/Disapproved.

MPH Signature:                                              Date:                                        




